Campaign ToolBox
Creating a Statutory Report

@gﬁgﬂgﬂmlﬁw Using the left mouse button, double-click the “Campaign ToolBox”
He icon on your desktop.

=% Welcome to Campaign ToolBox - Kentucky

The curent databasze file iz C:5Program Files\CTBEY S\Campaign.mdb . 1f you waould like
to uze a different databaze file, cloze thiz form then click on File | Open, or click an the
Initial program setup’ button to zet up a new database file.

Yersion 2.4.5

Initial Program Setup Create Statutory B eportz

Enter Contributions [l emographic / Supporter

Enter Expenzes Claze this form

Thiz opening form containg sharteuts for common@ used operations. Thesze operations
zan alzo be reached through the menu items.

Copyright & 2006 Adjutant Software, In@. - http:d Ay, adjutant. com

Click the button labeled “Create Statutory Reports”. A popup window will display
telling you to check to make sure you have the latest version of Campaign ToolBox.

Important note

It is imporkant that wou check ko see that you are using the latest version of this program before creating a repork For submission to KREF, This will
assure that any last-minute changes are included in wour report.

If wou have not already checked within one day of preparing wour report, please close the Report Farm, click on "Internet”, then select "Go ko Update
weh page", While this is not required, it is highly recommended iF possible, You will need to have an open Internet connection ko do this,

ﬁ oK |

After reading this important note window, click on “OK.”
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Once you click “OK”, the Statutory Reports window will display on your screen. This is
where you begin preparing the financial statement for the Registry.

=¥ Statutory Reports

aaDéy PRE

15 D&Y PRE

30 D&Y POST

B0 D&Y POST

AMMLAL

QUARTERLY. JAM-MAR

1]
4

110A11/2006  [10/23/2006 — Election Type

Start D ate End Date &~ Primary  Runcif
" General " Special
" Unexpired

|1 0/23/2006 |1 1/07 /2008
Due date Election date

03/07/2007 | Amendment Prepare Statutory report
Signed date

[ Temination Electronic Filing | Cancel

Select the appropriate record type you need to prepare by placing your cursor on the
report you want to produce and click the left mouse button once. The report will then
be highlighted in blue as shown in the next example.

3 Statutory Reports

32-0aY PRE
Record Types ]
BO D&Y POST
AR AL
GQUARTERLY, JAM-MaR 141

11041122006 [10/23/2006 - Election Type

Start Date End Date & Primary " Runaff

" General 7 Special
" Unexpired

0232006 | 1/07 /2008
[Due date :

030707 I Amendmert Prepare Statutary repaort I
signeddate [~ Termination Electionio Filing I

Cancel l
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To navigate to the Start and End dates of the Statutory Reports use your tab key. Stop
when your blinking cursor is at the beginning of the Start date. If there is a date in this
field, delete it by pressing the “delete” key. Enter in the start date of the particular
report you are working on.

If this is your first electronic report, the start date is the day you opened your bank
account. If this is not your first financial report, the start date will be the day
immediately following the end date of the previous report. For example, if your first
report started on 01/15/2007 and the end date of that report was 04/20/2007, the
next report start date would be 04/21/2007.

32-0&% PRE

30 D&y POST 4
60 D&Y POST 5
AMMLAL 10
QUARTERLY. JAMN-MaR 141

110A11/2006 1042342005 Election Type

Start Date End Date & Primary " FBunofi

—- " General 7 Special
072372006 [11,07, 200 e

03/07/2007 [ Amendment / Prepare 5tatutary report

Signed date

| Termination el mic Filie | Cancel

Press the “tab” key on your keyboard. This will place your blinking cursor at the
beginning of the end date. If there is a date in this field, you may clear it out by
pressing the “delete” key. Key in the end date of the particular report you are working
on. We would like to suggest using the “Report Due Date” as the ending date of your
report. That way, you will always know when to “close the books”.

You will have a 5 business day grace period in which to prepare your report and
submit it to the Registry and the County Clerk’s office in which the candidate resides.
Be sure to keep a copy of the report for your own records.
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Press the “tab” key on your keyboard. This will place your blinking cursor at the
beginning of the “Due Date” field. If there is a date in this field, you may clear it out
by pressing the “delete”. Enter in the report due date for the report you are building.
Due dates can be found on the Registry’s web site at
http://www.kref.ky.gov/candidate/dategrid.htm , on page 73 of the 2007 edition of the
Candidate Guide to Campaign Finance, or you may contact an administrator or auditor
at the offices of the Registry for the information. Phone number 502-573-2226.

5  BODA&Y POST ]
10 ANMHUAL 10
14 QUARTERLY, JAM-MAR 141 b’

[10A11/2006  [10/23/2006 ” Election Type

Start D ate End Date {* Primary " Runoff
" General " Special
[10/23/2008 | " Unexpired

Due date

00T [ Amendment Prepare Statuton report \
Signeddate 1 Tomination | Cancel

If this particular report is an amendment or termination report, place your mouse
cursor on the appropriate word and click the left mouse button once. This will make a
check mark in the box immediately to the left of your choice. You will only check the
“Termination” box if this is your last report, you are closing out your bank account, and
your ending balance is zero.

Select the correct “Election Type” by placing your cursor on the corresponding word
and clicking once with the left mouse button.

Click on the “Prepare Statutory Report” button to start compiling information for your
financial report.
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NOTE: You may run the report as many times as you need before actually submitting
it to the Registry, This is very helpful in double-checking yourself on data entry. As
long as you have not sent the report, you may make any changes or deletions as
necessary. Correcting errors after the report has been submitted will be discussed later
in this information.

Report Confirmation

Please canfirm the Fallowing infarmation:

Election Type = Primary Confirm you have selected the correct Election and

Report = 15 DAY PRE H H 11 7
Criginal Report (Mot an amended repark) report by C“Cklng on the YES bUtton'

15 this information correct?

Yes Mo

A box will appear on your screen requesting the “Balance from prior election.” This is
used when you are preparing your first report under a new filer number. If you had a
surplus from your last election for the same office, enter that ending balance in this
field by simply typing in the amount. Click on the “OK” button.

Balance from prior elections

Enter the amount of any funds camied forward from any If the “Balance carried forward” is not

previous campaigns that ARE NOT recorded in this “ ”

current databaze file. Thiz should only need to be Cancel Corre(_:t’ plea_se preSS the “Delete key
The figure will be erased from the field.

entered ane time when creating the firgt repart uging this
Enter the correct amount. Click on the

Clicking "Cancel" ar entering anything other than a walid « .
nurmber tellz the program to uze what was onginally OK bUtton .
ghown in thiz field.

[0.00

databaze file.
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The calculated balance camed forward fram
01/01/2006 to 011442007 is $4973.46

Thiz iz the balance caried forward [entered in previous i

ztep] plus contributions [hat in-kind] minus dizbursements
in thiz database file.
Change if needed or click OF, to accept.

|4973.45

Please check the Flagged Items Reports for possible errors. You will be notified of any
possible problems and a report will be displayed. Note that these are possible
problems; they are quite often not a real problem, but items that need to be looked at
and verified.

Flagged Items Report
03/06/2007 — 3:00 PM

Record checking is included as a convenience item. It is not a substitute for personally
checking data. The person signing the report is solely responsible for its accuracy.
Because an item appears on this report does not necessarily mean that it is incorrect.
It indicates that it is an exception to what is normally expected and must be reviewed
and verified as correct before creating the final report. To locate flagged items that
have a “TransID” shown, go to the data entry form (for example, Contributions), then
click on the menu item “Search”. Enter the ID number, and select the appropriate field
(for example, ContribID), to find the record.

Tl’anle *khkkhkkhkkhkkhkkhkkhkkhkkkkkhkkhkkhkkhkkikiiikikk RECIPTS
3 3/6/2007 — Employer is missing for individual
2 3/6/2007 — Occupation is missing for individual
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Close the print window when finished

Please read the Operation Completed window and note that the electronic file has
been generated and Click on the “OK” button.

Operation completed

i ) The Zip file C:\KREF\EFILE)1 2345 200703061450, zip has been successfully created. This file should now be transferred bo KREF by clicking on the

"Electronic Filing" button after the reports are closed, and Following the instructions.

BN

Print the financial report by clicking on the printer icon in the Print Report window.
Click on “OK” to print. You may create an Optional PDF by clicking on Convert to PDF
(on the menu bar). Then, choose the file destination. Click on “Save.”
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Cundidate: Jim Lee Heal
TEST

Summary Page

30 DAY POET
QL3007 1o 04202007

beded # is frue, comect and complele.

Offen Colier Elechin Dt (150 520070
Addies 857 Stoaey Creek Dirve Frankiony KY 90601
Can Fhooe 5555555555 Faer [0 12343
Can DOB: 00190 Candidawe 10y 12345
Fel. Pusy Mon,_Patisan.
un Franklin
Termaues Jim Heal
Treas, A 957 Stovey Creek Cuve Frankdor, BY 40601
Treas Phoae: 5555555555
Recupts Humber of Current Election
Eregie [ Crmlabivr

1a. Temazed contrb wions 45000 $450.00
T Othes om $om
le Curnency 0 3000 $0.00
14 Ancasamors 0 4000 $000
1n . Usitemized ] om fom
1f PAC Conrbations 000 00

Exec. Coman Contrib 4000 $000
Th Caucust Comm. Conlrbs som S0m
2 TOTAL RECEIFTS fanm faim
Disbur sements
3 Totd duhunmsmeate om som
In-Kind Ceontriburions
da Enehund oo sirbutmn o oved (Sehedule 18] fom $0m
4. In-Find contributions meenved, PAC (Schedule 1B) 0o 00
e In-kind conributions recetved. Exec Comm (Sched IC) 3000 $0.00
44 In ki e, Cuse o Coman (Sched 1D f000 3000
Debts and Obligations
3. Tomd Deby and Cbbgabons (Schedule 4) 0w
Ealance Statanme
6. Bxdding balance of bt meport HETI &
7. Totd amount mosrved daring mportiag penod $42000
£ Sub.Towl 5,403 46
9. Tomd amount diurmed dunsg reposting pencd. 0.0
1. ENTING BALANCE 35403 46

11 Verhicabon, | certify that | have exarnmed this Election Finance Stalement and to the best of my knowledge and

22-DaY PRE

30 D&Y POST

B0 D&Y POST

AMMUAL

QUARTERLY, JAMN-AR

oA1/2008 1042342006
Start Date End Date

o/23/2008 10072006
Due date Elechon date

[03/07/2007 [ Amendment

Signeddate = Tomingtion

~ Election Type

= Primary
" General
" Unexpired

" Runoff
" Special

repare shatut

ory report

Electronic Filing

Cancel

Click on the “Electronic Filing” button.

Notice that the “Prepare
Statutory report” button
is disabled.
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Electronic Filing

D ] To submit wour electronic filing data file bo KREF, wou must either create a Floppy disk with the data file R upload the file ko the KREF wehb site, IF vou
\{/’ hawe Internet access on this computer, vou should upload wvour File unless there is a prablem with the swstem that prevents vau Fram daoing so.

would wou like to upload your electranic filing data file now? IF you select "Mo”, then vou will be prompted For a floppy disk.,

es Mo Cancel

Click on the “Yes” button if you want to upload your data through the web. Click on
the “No” button if you would rather save to a floppy disk. If you click on “No”, you will
be given prompts on what to do next.

Once you click “Yes” you will receive a reminder about your internet connection.

KREFE Efile Upload web page

You must either have an open Internet connection or have vour browser set bo automatically connect in order o continue,

Any questions reqarding File transfer should be directed to KREF. Adjutant Software does not provide technical support For the KREF File transfer system.

W Cancel

You will then be taken to the KREF Electronic Filing User Identification page. Enter
your User ID that was issued to you by the Registry. Enter your password and click on
the “Login” button.
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Kentucky.gov KY Agencies  KY Services  Search [[ENISRGUERD for

| Kentucky
| Registry of Election Finance

User Identification

Please remember the User ID and Password is case sensitive

User ID: |

/assword=

This application works best with Internet Explorer

Kentucky Registry of Election Finance
140 Walnut Street
Frankfort, Kentucky 40601

Once you enter your User ID, Password, and click Login you will be taken to the “User
Menu Options” page.
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Kentucky.gov KY Agencies  KY Services  Search [FEHTNELSREY for

Kentucky
. | Registry of Election Finance

User Menu Options

Files Received Report
Change Password /
Send Electronic File
After submitting your report, you may receive a
“Congratulations” page or a page that states the
"Transaction Failed”. If you received a "Transaction Failed”

page, it should give you the reason for the failed
submission.

If you do not receive either one of those pages, click on the
Files Received Report. This will show you your attempts to
submit your electronic data file. In the "Transmit Complete”
column, you will see a "Yes"” or "No” indicating if the File
was successfully transmitted to the Registry.

You may also check your email. If you have entered a valid
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Kentucky.gov KY Agencies KY Services == el Kentucky.gov ~ Bins

| Kentucky
| Registry of Election Finance

KREF Electronic Fle Submission Center
Online Fling Form

Please browse to C:3\KREF\EFILE to locate the data file you wish to
submit.

Mote: If yvou need assistance in finding your data file
yol may locate instructions at the following linkg

How to locate vour data file

Click on BROWSE

[C]  Transmit the file(s) even if warnings exist

NOTE: You must be using version 2.4.1 or greater of Campaign ToolBox. ™™

This application works best with Internet Explorer
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Choose file

Campaign ToolBox
Creating

a Statutory Report

Look in: I @ Desktop

2 [y Documents [E7) 182451 200703121015.2ip .
: . ) Camtasia Studia 4 =
by Recent ‘HM\; Metwork 5 directinns.du:u:
Doz i ziis " tidobe Reader &, E*Remute Desktop Connection
@ Campaign ToolBox %Shurtcut to Kref .exe
- & snaglt &
Deskiop [CS)Desktap I
. . - (1]
% restons Double-click on “My
a5
\f 7
b [CIFisshienu Computer” to open
# HOBUMENS e ibialSetup T
— [S)newDE
Qj [ 5tatutoryReport
My Computer Tutorials
2E|E|6 seminat with nokes, ppt
My Network  File name: I j Open I
Places
Files of type: IAII Files [7.%) ;l Cancel |

e

Choose file

Laak in: | j ty Computer

ﬁB‘f‘z Floppy (8:)
‘e Local Disk (2}

5.,|

My Recent
Documents

@

Deskiop

=

y Documents

by Computer

Double-click on the
“Local Disk (C:) drive

£

My Metwork. File name: |

Places

Open

Files af type:

| &1 Files %)

Le] Lo

_ o |
Cancel I,
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r

ty Recent
Documents

€
Deskiop

ky Documents
P
by Cormputer

-

rin Metwork,
Places

Creating

Campaign ToolBox

Lok in: | <e Local Disk (C:)

[T 52850044ected] 155b46 15

(=) dell

@Documents and Settings
Idrivers

(izee

u’jomm&

|CT)Program Files
[ WINDO WS
) ®CEEDZIP
INFCACHE. 1
E:I reports.log

|0) ah232daB6F973956F 701 F 1 Fecanahn

Double-click on KREF

| =5

File name: |

Files af type:

| &0 Files %)

£
E|

Open I
Cancel |

=

r

Choose file

Laok irc || KREF

ky Recent
Documents

Fely M ebiark,
Places

x|« @k Er

T o,

Double-click on EFILE

File name: |

Files of type: |.-’-'«II Fil

E
|

es [

Open I
Cancel !

]

a Statutory Report
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Tral
r

Choose file
Look in: | £ EFILE x| & &k E
_2 ﬁ 174276 200703121131 . zip -
by Recent \ B
Diocurnents
@ Click on the file and then
click OPEN
Drezktop I
by Documents G
DL
by Cormputer
My Netvark  File name [174276_2007031 21131 2ip -]
ACEE
Files of type: ],-'l'-.ll Files [*.%) _v_j Cancel |
T [ S e Sy -
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Kentud(}’-ﬂa;_ The Cificlad State Government Web She
R o o -g of the Commonwealth of Kemtucky

Sarah M. Jackson, Executive Director

Kentucky Registry of Election Finance

EREF Electronic File Submission Center

Online Filing Form
Pleasze browse to C:'KREFEFILE to locate the data file vou wash to subrmut.
Mote: I you need assistance i finding your data file,

vou may locate mstructions at the following link:
How to locate vour data file

lick SUBMIT

CAKREREFILEN 74276_2007031 21137 zip
[0 Transmit the fileis) even ff wa
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ent "'cky'-"'a_;" The Cificlzl Ste GoveErnment Web Site
o ig of the Commonwasltn of Kentuc<y
Walidating Files.

Please Wat. .

Congratulations!

all Files Successfully Walidated and Transferred to the Registry.

174276_200703121131.zp

*EES 121,180 requires you to file a signed paper onginal of this report with the *
*Eegistry of Election Finance and a copy with your County Clerke. *

* Failure to tinely file the paper versions of this electronic transmission
may result in fines or other penalties *

Please prmt tlus screen for vour records

Ifthere are only warnings listed above |, you can return to the main menu to re subinit the file.

Click here to return to the main menu.
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